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Access window

Chapter 9
Access 2.0 for Windows

Microsoft Access 2.0 for Windows is a powerful relational database
management program that allows you to organize and analyze related data
stored in tables.  With Access, you can perform the following tasks:

C Create and link tables of data.
C Create queries that ask questions and provides answers about data.
C Design forms for entering, editing, and viewing data.
C Design reports that present data effectively.

Access also provides tools that simplify your tasks and help you learn
Access as you work.

Starting Access
To start Access from Program Manager:

1. Double-click on the Office Applications group icon.

2. Double-click on the Microsoft Access program-item icon.
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Exploring the Window
This section covers the components of the Access main window at startup. 
As you move between different windows, the active window determines
what is available on the menus and the toolbar.

The Title Bar

The title bar is located along the top of the window and displays the name of
the application.

The Menu Bar

The menu bar is located just below the title bar and displays the menu
names.  The menus contain the commands used in Access.

The Toolbar

The toolbar is located directly below the menu bar and contains buttons that
allow you to perform Access tasks quickly and efficiently.  The Database
toolbar is shown when you first open the program.  When you position the
mouse pointer on a button, a ToolTip displays the name of the button, and
the status bar explains what the button does.

The Status Bar

The status bar runs along the bottom of the window.  It displays status
messages on the left and specific modes and locking keys on the right.

Creating a Database
A database is a collection of related information, or data.  Examples of a
database include customer mailing lists, product inventory, and employee
records.  An Access database can contain the following objects:

Object Description

Table An object used to arrange related data.  A table consists of
rows and columns.  Each row contains all available information
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about a particular item, called a record.  Each column contains one
category of the data that makes up a record, called a field.

Query A question you ask about the data in your database.

Form An object containing controls that allow you to enter, modify,
and view records in a database.

Report An object that presents your data on the screen or on a
printed page.

Macro An action or set of actions that are used to automate tasks.

Module Collection of declarations, statements, and procedures stored
together as one named unit.
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New Database
dialog box

Database window

To create a database:

1. Click on the New Database button, or choose New Database from the
File menu.

2. If necessary, select the drive and directory where you want to create
the new database.

3. Type a new name in the File Name text box.

4. Click on the OK button.

The Database window appears in the Access main window.

The Database window contains a title bar, command buttons, Object
buttons, and an Object list.  Object buttons are used to select the

object that you want to work with.  An Object list displays the list of
objects.
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Open Database
dialog box

Using Wizards
Although you can create objects from scratch, Access Wizards allow you to
build your database quickly and easily.  Wizards are dialog boxes that
request information and create objects based upon your answers.  

To access a Wizard from the Database window:

1. Click on an Object button to select the object that you want to create.  

2. Click on the Object Wizards button.

3. Follow the instructions that appear in each Wizard dialog box.    

Use the buttons at the bottom of the Wizard to receive help on a task, close  Wizard without
creating an object, move between dialog boxes, or specify that you have finished creating the
object.

Opening a Database
To open an existing database from the Access main window:

1. Click on the Open Database button, or choose Open Database from
the File menu.

2. If necessary, select the drive and directory where the database is
located.

3. Double-click on the file that you want to open.  Or select the file, and
click on the OK button.

The Database window appears.
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Table window in
Datasheet view

Working with a Table
This section provides instructions on how to open, modify, print, and save
tables.  

You can also apply the concepts and terms covered in this section when you work with other objects, such as
forms and reports.   

Opening a Table

To open a table from the Database window:

1. Click on the Table Object button.

2. Click on a table from the Object list.

3. Click on the Open command button.

The selected table appears in the Table window and is displayed in
Datasheet view.  When a table is in Datasheet view, you can to add,
edit, or delete the data in the table.
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Parts of the Table window in Datasheet view are described below:

Part Description

Title bar Horizontal bar that displays the name of the
table.

Field selectors Buttons located below the title bar.  Field 
selectors are used to select an entire column. 

Record selectors Buttons that run along the left side of the Table
window.  Record selectors are used to select an
entire record, or row.

Record navigation Buttons located in the lower-left corner of the
buttons Table window.  Navigation buttons are used to

move to a particular record in the table.

Selecting Fields and Records

Before you can work with a field or record in Datasheet view, you need to
select it.  You can select single or multiple records, columns, or cells.

Selection Action

A single record Click on the record. 

Several records Drag down the record selectors.

All records Click on the top record selector, or choose Select All
Records from the Edit menu.

A single column Click on the field selector.

Multiple columns Drag across the field selectors.

Single cell Click inside the left edge of the cell.

Multiple cells Drag the pointer across the cells, starting inside the left
edge of a cell.
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Moving Between Fields and Records

There are several ways to move between fields and records in Datasheet
view:

1. Press TAB and the arrow keys to move to a particular field.

-OR-

1. Click on a field.

-OR-

1. Click on a record navigation button: 

Button Action

Moves to the first record.

Moves to the previous record.

Moves to the next record.

Moves to the last record.

Adding a Record 

To add a record to a table in Datasheet view:

1. Click on the New button on the toolbar.

The insertion point is moved to a new record at the end of the table.

Deleting a Record

To delete a record from a table in Datasheet view:

1. Click on the record selector of the record that you want to delete.

The selected record will be highlighted, and the current record
symbol will appear in its record selector.
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Selected record

 

2. Press DEL on the keyboard.  

A message box appears. 

3. Click the on OK button to save your changes, or click on the Cancel
button to undo the deletion.

Entering and Editing Data

To enter or edit data in Datasheet view:

1. Select or move to the field whose data you want to enter or edit.

An insertion point (|) appears in the field, and the current record 
symbol is displayed in the field’s record selector. 

2. If necessary, position the insertion point where you want to begin
typing.

3. Type data in the field.

The record selector changes to indicate that data in the record is 
being modified.

Editing Field Properties

Field properties are attributes of the field that effect its appearance and
behavior.  Access allows you change the field properties after they have
been defined.  For instance, you may want to rename a field or change its
data type (the kind of data that the field can contain).

To change the field properties from the Database window:

1. Click on the Table Object button.

2. Click on a table from the Object list

3. Click on the Design command button.

The selected table appears in the Table window and is displayed in
Design view.  When a table is in Design view, you can edit its
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Table window in
Design view

field properties.

4. Select or move to the field whose properties you want to redefine.

5. Click on the property that you want to redefine at the bottom-left half
of the window.

Each field property is described below:

Property Description

FieldSize Maximum length of a text field or type of 
number.

Format How data is displayed.

DecimalPlaces Number of places to the right of the decimal.

InputMask Formatting characters for data entry.

Caption Default field label in a form or report.

DefaultValue Value entered in a field when records are
created.

ValidationRule Expression that defines data entry rules.

Required Setting that defines whether data must be 
entered.
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Save As dialog box

AllowZeroLength Setting that defines whether zero-length strings
are permitted.

Indexed Single-field indexes used to speed searches and
sorting.

6. Reset the field property.

7. Repeat steps 4 through 6 to edit other field properties.

Saving the Table Design 

Changes to the record data are automatically saved when you deselect the record in Datasheet view .
However, you need to save any changes to the field properties.  

To save changes to the Table Design:

1. Choose Save from the File menu to save without renaming the table. 
Choose Save As from the File menu to save the Table Design under a
different table name.

                                             
 

2. Type a new name in the text box.

3. Click on the OK button.

Printing 

Using Access, you can print all or part of a table in Datatsheet view.  You
can also print the table definitions, or characteristics.

To print a table in Datasheet view:

1. If you want to print a selection, select those records, columns, or
cells.

2. Click on the Print button on the toolbar, or choose Print from the File
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Print dialog box

Print Setup dialog
box

menu.

3. To change the printer and page settings, click on the Setup button.

4. Make the appropriate changes to the printer, page orientation, paper,
and margins.

5. When all changes have been made, click on the OK button to return
to the Print dialog box.

6. Under Print Range, click on an option:

Option Action

All Prints the entire table.

Selection Prints the selected records, columns, or cells.

Pages Prints the specified pages.  If Pages is selected, type
the starting and ending pages to print.
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Print Table
Definition dialog

box

Print Preview
window

7. Select the print quality, and specify the number of copies to print.

8. Click on the OK button.

To print the table definition from the Database window:

1. Click on the Table Object button.

2. Choose Print Definition from the File menu.

3. Click on the table definitions that you want to print.

4. Click on the OK button.

The Print Preview window appears.
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5. Follows the steps outlined in the previous section (“To print a table
in Datasheet view”) to continue printing.

Closing a Table Window

To free up your computer’s memory, it is a good idea to close windows that
you are not currently using.  If you close a Table window without saving the
changes to the Table Design, Access will prompt you to save your work. 

To close a Table window:

1. Double-click on its Control-menu box, or choose Close from the File
menu.

Using the On-line Help
Microsoft Access 2.0 for Windows has a comprehensive on-line Help
feature that provides definitions, step-by-step instructions on how to perform
tasks, and other reference information.

There are several ways to request Help:

1. Choose a command from the Help menu:

Command Action

Contents Provides a list of Help topics available in
Access.

Search Allows you to search for information
about a specific topic.

Cue Cards Allows you to do your work while you learn
basic tasks.

Technical Support Provides product support information.

About Microsoft Displays software and system information.
Access

-OR-

1. Press F1 on the keyboard.
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Microsoft Access 2.0
Help window

Search dialog box

2. From the Microsoft Access 2.0 Help window, click on a topic from
the Contents, click on the Search button, or press F1 to learn how to
use Help.
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How to Use Help
window

-OR-

1. Click on the Help button on the Standard toolbar.  

2. When the mouse pointer changes to a question mark, click on an item
in the Access window to view information about the selected item.

-OR-

1. Click on the Help button in most dialog boxes to receive specific
information about the items in the dialog boxes.

 Exiting Access

To exit Microsoft Access:

1. Double-click on the program’s Control-menu box, or choose Exit
from the File menu.

Additional References
For more information, use Training for Access in the On-line Tutorials
group, or obtain the following reference material from your ADP
Coordinator:

C The Microsoft Access 2.0 User’s Guide, published by the Microsoft
Corporation, provides detailed information on all Access functions.

C Anderson Soft-Teach offers course material for Access 2 for
Windows, which includes a videotape, student workbook, practice
disk, and skills test.


